CE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT De B e R E STATE
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section, .

A

___FOR AGENCY USE 1. Agency Address L FOR RECORDS MANAGEMENT USE
Application Date Deparfmenf Of Human Resources Application Number
| " Division of Administration 77—- ‘70
_A_phphmtlon f\lumbér ‘ Agency—w ide ) ‘ W Date Haceived Date Comptated
47 Trinity Avenye
R _tlanta, Georgia -30334 . IMR -31977 |MAR 11 1977
2. Person to Contact ~ Working Titie , Telephone Number
S S —— RS U S T S m—.—-,-
3. Action Requested :

a. K] Estabusn Retention Schedule; record will continue to accumulate
b. [ Dispose of present accumulation: no further accumulation anticipated.

| __¢._ 00 Amend Application No. : Check One: O] Change; O Supercede; I Void .
4, Dates of Saries 5. Records Series Title (fol/lowed by title used in office, if different)
Earliest Latest (Semi-monthly salary totals-PAC's-1047)
: l : SEMI-MONTHLY SALARY REPORT FILE - AGENCY-WIDE COMMON SCHEDULE
ré-.hHDivision ;t_icj Otfice Function What is the function of the Division and the Office in which this record series is created?

The Personnel Accounting and Control Systems (PACS) is a uniform and standardized
personnel and payroll computer application system. It is designed to expedite the
processing of payroll data and to provide comprehensive reporting capabilities of
personnel information. PACS produces numerous reports to meet Federal, State, and
local government requirements. These reports are designed to provide an audit trail

and are maintained in agencies using PACS. Usually this documentation is found in
the Fiscal and/or Personnel Offices.

7. ﬁeoord Serias Descripﬁon This file contains the fotlowing documents (include form numbers and titles, if any):
- Attach samples of the file.

Documents relating to: Maintaining semi-monthly payroll listlngs.

Included are: Computer listings identifying employee, social security number,
semi-monthly wages and related information.

File is arranged: Chronologiéally by pay period; thereunder by organizational unit

8. Monthly Reference Rate . How often are records referred to which are: o ]
One to six months oid _— Seven to twelve monthsold _________; Thirteen to twenty-four months old S
twenty-five months and older__*_ . __? " :

9. Annual Rate of Accumulation of Rerords o - T
Lettersizedrawers . _;legal-sizedrawers _______ _;Shelves _____ .; Other (specify)

AR—50~71; Rev. 76 {Over}




| YE! | no J.10. _Questionnaire {Place an X" in the proper column)
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a. Is this the official copy of the series? . .
If not, where is it? ] n

B s B

¢
{fa

b. Does the series contain confidentiat information requiring security handling? If yes, cite law or regulation.

C. Is this a vital record?

< b b

d. Does this series have historical or Iong term research value?

e. When one or two documents in the file make it necessary to keep the enture file for a Iong period, could these

documents be scheduled separately?

P

-
"

Is the migummmmnadm;_sgmsmmbhm.xesdmﬂm

. Is the mformat:on contained in this series ever analyzed and/or recorded in 2 summarized report?
If ves, attach copy. y

X

=

. Is there a duplication of this series in your office, or in another of'ftce or agency?

__Jf ves where? Information stored on computer tapes maintained by DOAS.
i..1s this series (or a major portion of it) requiarly micratiimed?

X

fr———

1. Retentlon Requlrements o

c. Federal law ;-_ . years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

i__i._Does the record series result in 2 computer printout?

The followmg requnres the series to be kept

L ‘-"-.*

a. State Law R years. d. Audit period _years.
b. Statute of limitation years. 2. Administrative need _ years.,
f. Federal retention instructions .years.

L}

12. Abnr@ved Disposition instructions This agency recommends that the file series be cut otf at the end of oach

] Calendar Year: O Fisml vear; & Other See below then,

O Hold inthe current filesarea _______month(s) ____ _ vyear{s): then
O Transfer to local holding area, hald . _year(s}; then

O Transfer to State Records Center;hold . _year(s); then

O Destroy.

O Transfer to State Archives for permanent retention.

Other (Specify)

Hold in current files area until receipt of updated printout; then destroy.

Thesa instructions apply to ail prior and future accumulations of the series.

Recommendations in para-
graph 12 are approved. State Auditgy/Designee

(If disapproved, attach letter

of explanation.) : Secret%emesignee é " 3 "'5/ _77
Attorney General/Designee / / m : | S 3 / d- 77

| - —
AR=50=71; Rev, 76 {Reverss Side)

Date Records Management Officer (Signature) Date

s

Date

3-7-77




